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SUCCESS THAT STEMS FROM 
STENOGRAPHY 
An account of what four young people—two men and two women 
—did for themselves with shorthand training as an opening wedge 


By H. R. STONEMAN 


AVE you, as you diligently practiced ent of t inv and a ‘ of the 
your shorthand outlines, wondere mance ¢ } iH na 1 J. Ra 
‘ . sala ' } = 


what sort of future stenography would’ k 
lead you to? Such a thought very evidently ‘If vou to t New York World's Fait 
was in the mind of a youth who recently wrot you wil the Aquacadk rhe ee on 
to Dale Carnegie, author of the book “How it started as a stenographer. Billy Ros 
to Win Friends and Influence People” and 
who also writes a daily column that is dis aN HILE not all ex-stet graphers have had as 
tributed by McNaught Syndicate for publi itsta is t M Carnes 
cation in a score of newspapers through- ( eriencs 
out the country iy we y i what 
This young man asked: “What chance is i \ t ca lo for 
there for the young male stenographer? Can ‘themselves once they have been tified wit 
he get ahead in the business world?” shorthand training. You will see that ster 
To this, Mr. Carnegie published the fol raphy is stil m tf the best wedges witl 
lowing reply: \ to | " a | ess opportunity. | 
“Let me tell you about a boy who was born almost every field there is room tor the right 
on a farm near Havana, Ohio, and then you kind of tary, the e wl in take the 
can decide for yourself. His name was Ed next step up into executive resp bility 
ward J. Engel He went to Chicago and Such a person is Maxwell Klein, now vi 
became a stenographer in the purchasing de president narge I t Jacobs 
partment of a railroad. He wrote shorthand Brothers, I: manutacturers \« a 
and tapped his typewriter all day long. And precision instruments. When he irted w 
he might have continued to do that the rest tl cor y some twenty i he wa 
of his life if he hadn't learned all he could i genera apher t But hi 
about railroading: and made himself such a vas ambit Since actory 5 we 
efficient stenographer that he was made secr« longer then than the work day of tl ce 
tary to the president of the road force, he spent | lun hours and as n 
“Then he moved up to be chief clerk in the time a be f ow 
president's office, and finally he was boosted work day ur 
still higher, until he was made assistant to the As he went around, he ask juestions 
president of the road. And early in 1939 the variot ind wrote down his ol 
board of directors met and elected him pres serva i e | he arried, Onc 
dent of the Santa Fe! day M Harry Jacobs, the | lent of tl 
“Now, very briefly, I'll give you the names mpany, { the book on a chair. Beyon 
of two stenographers who got ahead. the boy's name, which was printed on the 
“One was born at Lockport, New York. He first page, | ould make nothing of its con 
barely got through high school, then he went tents, W is all in shorthand. Intereste 
to a business college and studied stenography. e calle t ing stenographer and asked 
He got a job with the du Pont Company as him about é s was the opportunit 
ng } was Vail gy ior He talked at 


stenographer. Well, today he is vice-presi yi 
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ength about his observations and made some 
suggestions for improvements based on what 
he had observed 

Those ideas sounded so good, although not 
ill were practical when it came to working 
them out, that Mr. Jacobs took him on as his 
)wn private secretary and assistant. From 
that time on, his advancement was steady 
until now he is not only an officer of the com 
pany but has an interest in the business as 
vell 

For a young man or young woman wh 
oes out into the world without a profession,” 
e told me, “there is nothing like stenography 
to establish you quickly on a solid footing 
\fter a year of college, I was suddenly thrown 
m my own resources. I wasn’t trained for 
inything and took the first job I could get 
[It was a very poor clerical job, but I was 
lucky to get it I went to business school 
it night and when I completed the course, for 
the first time I felt a degree of safety I felt 
then that I had a definite skill to offer that 
was marketable and I make use of that knowl- 
edge to this day as I go through the plant 
My three sons have learned shorthand, too 
They may never have to use it to earn their 
living, but, on the other hand, they are 
equipped to do so if occasion arises. And it 
is useful to them in work at college.” 


Ti LEVISION, as you know, is rapidly com 
ing out of the dream stage and into reality 
The man who prepares the publicity on tele 
vision for the National Broadcasting Com- 
pany is Leif Eid. When he studied short 
hand in high school in Everett, Washington 
it was with the intention of using it as a 
stepping-stone. 

He got his first opportunity to show how 
much it might help him when, as a cub re 
porter on a local paper, he was sent out on an 
assignment. The assignment didn’t look as it 
it rated more than a few paragraphs or a 
more experienced man would have been sent 
\s it turned out, the person he interviewed 
made some very important revelations and he 
was able to take them down verbatim, get 
ting a scoop for his paper. 

Later, in New York, he worked for the 
Herald.Tribune as a reporter. He was found 
to be particularly good at technical stories, 
and he drew such assignments most of the 
time. The ability to take complicated matter 
and reduce it to simple language came in 
handy when he went to work for the Edison 
Company doing publicity, and it is now espe- 
cially useful on his job with the National 
Broadcasting Company. 

“I find that shorthand is like another self 
in helping to get my data. I couldn't have 
done technical publicity if I had had to rely 
upon memory or sketchy longhand notes,” he 
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stated. “I might have pulled a boner and that 
would have put the company in a very em 
barrassing position. This way, I get the 


exact phrasing from the engineers, and am 
able to take down about four times as much 
information as I would if using longhand. By 
getting the technical details down pat in short- 
hand, I have a wealth of material from whict 





Maxwell Klein 


Vice-President, Jacobs Brothers, Inc. 


to draw color for my publicity releases. | 
never thought I had the temperament to make 
a good secretary, but I certainly am glad | 
studied stenography for the help it has given 
me in carrying on non-secretarial jobs.” 


On the distaff side, we find Miss Polly Street, 
who is sales manager and a member of the 
board of directors of William Morrow and 
Company, well-known book publishers. And 
the stepping-stone to these executive posts was 
stenography Always interested in books. 
Miss Street got a job as stenographer in the 
offices of another publisher, Frederick A 
Stokes Company. For those who look for- 
ward to a career in publishing, what Miss 
Street has to say about getting a toehold in 
the business will be of especial interest. 
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“In my own case, | found secretarial train 
ing a good stepping-stone,” recalled 
“After a few years as a general secretary at 
Stokes, I got into the advertising department 


Then I became advertising manager and later 


she 















Leif Eid 
NBC's Television 


publicity man 


ill three of these execu 
tives urge the advantages 
of secretarial training to 
help one reach the top. 
It was their own stepping- 


Polly Street 
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behavior of t 


on the her boss and other execu 
tives with whom she came in contact She 
was convinced that the bugaboo of an ofhce 
was having its routine upset because of tem 
porary absences among employees so that in 
portant mmissions were delayed and the 
remaining staff was overworked That 
gave her the germ of an idea 
Wit er tw pbrotmers, w! were al 
jobles Lust f the depression, shx 
opened at \ nee What she ad t 
offer was t rvices f a public ste 
ographer Then she went it t 
drum up 
She s iny n “ wer 
willing to let her take « ove 
flow work, and a mbet viduals 
doctors, artists ther wit it a smal! 
] s¢ 
i i york t is 
‘ lically 
ady cli 
\\ alking 
\ eT 
i ¢ nha sec 
i al tpacity 
them « 
tat it¢ 
‘ m } 
is i i t Tre¢ 
ge service 


u a S 
‘ . ? 7 ‘ 
1 net “4 \ c 
it c : taKe 
extra Doy 
l* ’ » 
its a ice areer 


las carved 


stone Sales Manager, Wm. Morrow a Co it for herself, Sh 
alls t mind 
sales promotion manager. Here at Morrow’s, the people s ess and getting pa 
my job { director and sales manager covers lor it Bu $ so good that today she has 
a4 multituce t varied responsibilities which I two office ditterent parts of town, ma 
niess I probably could not take care of tains a staff of ste raphers in each, and ha 
adequately if I did not have a first-class secre- 7/5 non-uniformed messengers who perfort 
tary as an assistant. Without my secretarial all manner of services, from buying theat 
experience I do not see how I could have tickets to travelling by plane to Chicago t 
acquired the fundamental knowledge neces leliver an important document t i man W 
sary for my job, so naturally I am all for left without it and had to have it before 
secretarial training as a starting point for a could have been delivered by mail. It's a 
good job in publishing!” most interesting business that Miss Kleinman 
: has built up for herself, and it all had its 
FOR you who have often wondered how foundation in her observations and personal 


secretarial training can help you build up a 
Anna 
When 


business of your 


Kleinman 


own, the experience ol 
will prove espec ially helpful 
the depression hit Wall Street, she found her 
self out of a well-paying job because her 
broker-boss had to his office Looking 
back her various duties, she made notes 


1 
ciose 


ver 


experiences when she herself was a secretary 


THE answer to Mr. ¢ 


arnegie s 
whether 


ent as to a young male stenographer 
can get ahead in the business world, is ar 
emphatic YES! And that holds every bit 


as good for girl stenographers, to 
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THIS IS ABOUT BOYS, JUST BOYS! 


There are those who become stenographers, others who advance to 


secretaryships, 


By BERNICE 


FTER a talk at a school during commence- 
} 


ment, a small group of boys sought my 
advice on placement in the stenographi 
field. Their spokesman had been graduated 
from an engineering course in college and had 
then taken his shorthand course because, as 
he said, he noticed that most of the men with 
big positions had started as secretaries. My 
offer to interview some agencies in this young 
engineer-secretary'’s behalf, before he came 
to New York, brought these results 
The first five persons contacted were de 
sirous of having the application at once. All 
seemed to voice the same opinion, which was 
forcefully expressed by Ernest T. Wilson in 
these words: “Shorthand is the key that un- 
locks the door to all things!” (Mr. Wilson 
bases his assertion on his experience as a 


1909. ) 


placement consultant since 


THE 


was 


first man to whom I put the question 
Albert R. Rohrer, 
part of his placement 
answer was, 
men in 


| 
who concentrates a 
eff. rts 
“She rt 


secul ing a 


large 
Mr Rohre r’s 
valuable to 
that, 


a while, 


on boys 
hand is 
position 


So) 

young 

school solicitors able to sit here for 
could go out and make a good 

selling shorthand courses to boys.’ 

Mr. Rohrer invited me 

to his files. With ruler he 


first measured the group of applicants’ cards 


were 
they 
living 

To prove his point, 


with him to 


o 
YO 


which he termed, Boys, Just Boys; then he 
measured those cards at the moment filed 
under the headings Secretaries, STENo 
RAPHERS, and Typists. By ruler measure there 
were approximately seven times as many ap 
plicants in the Just Boys group as in the 
three stenographic groups put together. 

Mr. Rohrer then explained that the Just 


Boys group contained only male applicants be- 


tween the ages of 18 and 22 years, while the 
other three groups contained male applicants 
of all ages. His hasty examination of the 
STENOGRAPHIC group revealed that only about 
15 per cent of those applicants fell between 
the ages of 18 and 22. Would his files not 
seem to indicate that the ratio of unplaced 
boys with and thout stenographic skill is 
about 100 to 1 in favor of training? 


AN analysis of the unplaced stenographers 
disclosed the I 


did not 


act that many of the applicants 


have accuracy and speed sufficient to 


but unfortunately 


still others who remain just boys 
C. TURNER 
them for 


quality a general stenographic posi 


tion. Girl applicants with equivalent steno 
graphic skill would not have been registered, 
but the need for male applicants made it ad- 
visable to be less stringent in forcing boys to 
live up to standard requirements 


1 


Personality handicaps were also causing dif- 
placing a number of qualified ap 
While these were too numer- 
ous and too individual to classify in detail, a 
few were very interesting, in that they would 
not definitely hay ar a boy from a stenographic 
er ut tl 


ficulty in 


plicants matters 


may make his placement less 


% . . . - 
FOR example, a boy who is six feet four in 
I find in 


height may difficulty 


locating a man 
who wants “to look up” his secretary, yet 
that very height may cause him to be chosen 
by some man who sees in it a point of value 
to an executive secretary who must assume 


responsibility 
Also, a football 


may please the fe 


specimen of 


minine 


masculinity 


eye, but a business 


employer may, consciously or unconsciously, 


fear too much 


weight —— are eve! 
watchful of office harmony, and they know 
that the person with an shamience of force 
probably has not had to resort to tact instead 
of tackle to get what he wanted in life. 
ONE boy with twenty-two letters in his last 
name was proving hard place because busi 
ness men hesitated to burden their clients with 
such a combination of letters. A case was 
cited of an excellent American boy with a 
dificult foreign name who changed that sur- 
name to its a equivalent, “Shoemaker,” 
and was immediately placed 
For various reasons, Mr. Rohrer did not 
have among his applicants young men who 
be used on some excellent positions that 
the agency had had open for two weeks 
Those opportunities had been advertised in 
the newspapers, yet only a few qualified ap 
plicants had responded 
Why? Because s few boys take their 
stenographic work seriously enough to gain 
high speeds in shorthand onl typewriting. Not 
planning to make a career of shorthand they 
have failed to appreciate what real shorthand 


skill can mean to tl! 
any career 


em, personally, in achiev- 


ing 
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SALLY TIPS DOT OFF! 


Fifth of a series of letters from an experienced stenographer to her young 
sister who is just starting on the job 


By HELEN WILKES 


December 15, 1939 


Dear Sis: 


We're having a difficult time at the office now, 
mostly because a few individuals had to abuse a privilege 
extended to us. What am I talking about? Why, the telephone, 
of course. 


Previously, nothing was said if you placed a personal 
telephone call. Naturally, you didn't talk very long. You had 
some business to take care of and you did it quickly. 


However, a recent investigation revealed that some of 
the parasites that frequent every office placed four or five 
calls a day, and talked for five to ten minutes, tying up the 
phone. 


"How are you feeling -— was there any mail -— did my 
package come — do you think Ed will call you tonight, Jane - 
I bought a new dress yesterday — you should see it — place my 
order for 100 shares — yeh — $5.00 to win on Betsy Doll." All 
unnecessary and unbusinesslike. 


When the long distance calls came thru, the operators 
constantly ran into a busy wire. Naturally, the managers at 
the other end placed a strenuous complaint, and then the 
switchboard began to hum with a new game. The operator had to 
listen in on each phone conversation. Each personal call was 
interrupted with, "The phone is to be used for business only. 
Please end your conversation." 


And now when we have to place a call, we have to wait 
until lunch time and use the outside wire. That's incon- 
venient, because generally the person you are calling is out 
to lunch, too. 


So, it's onions from me to the persons who ruin a good 
thing! If you're falling into the habit of using your phone 
for unnecessary personal calls, better not keep it up, or 
you'll find yourself at a disadvantage when you really want to 
place an important call during office hours. 


Affectionately, 


Sally 
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Attractive magazine 
cover and a novel 
Jack-o’-lantern 


From the 
Editor’s Mailbag 


wt I am exchange editor of the Windber 
Shorthand Times, I would like a list of 
schools that publish shorthand newspapers so 
that I may exchange papers with them. 

“Would you please furnish me with such a 
list?” 

This letter from Olga Lenusky is being 
given here so that the other exchange editors 
who read this page may get in touch with 
Miss Lenusky direct—our own information is 
not at all up to date regarding the school 
papers that are being put out this year. We 
doubt whether we ever had a complete list. 

We do receive numerous specimens, but 
have you ever sent in a copy of yours to be 
listed on our record? If you haven't a copy 
to spare, let us have the name of the publi- 
cation, anyway; tell us, too, how often it is 
issued, to whom requests for exchange should 
be addressed, and give us any other data that 
may be of interest. Also let us know how it 
is produced—printed? or is it duplicated, and 
if so, by what process or machine? 

More frequently than ever these days our 
mail brings us announcements, circulars, re- 
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NEWS inWORD 
AND PICTURE 


ports, and whatnot, done on office ma- 
chines, some of them so good that they 
rival the printer's art. The practice you 
get in getting out your school paper 
may be turned to good account in 
business. 


Received Recently 


APERS have come in from a num- 

ber of schools that we have not 
mentioned in these pages before. Two 
1f them had covers that we thought 
particularly attractive—the Thanksgiv- 
ing issue of the Marquette Mirror and 
the December Watt Not News. 
We wish we could reproduce the 
Mirror cover in its gay colors— 
red, orange, green, and brown, 
with white for the collar and 
some of the feathers and to 
bring out the tops of the letters 
—all on a coffee-colored paper 
that made the combination most 
effective. Some of the inside 





pages were decorated in the 


same colors, too. All the issues 
we have seen are a credit to the Marquette 
Institute (Chicago) art director and her as 


sistant, as well as to the rest of the staff. 
The paper is a member of the National Du- 
plicated Papers Association. 

The cover of the Watt Not News, issued by 
students of North Park Business School, Buf- 
falo, New York, is done in black, on white 
stock. The inside pages of this number are 
mimeographed in black on .pink, blue, and 
green sheets, and the whole is stapled to 
gether, as you will see from the reproduction 
on the opposite page. The October number 
was most attractive, too, but its orange cover 
would have “blacked out” its fearsome pump- 
kin man, the owl, and the witch, in the process 
of engraving. It almost did in Elizabeth 
Whitnack’s Hallowe’en pumpkin (above). 

The illustrated poem on page 223 is the 
opening page of the December C.B.C. Bulletin, 
an attractively mimeographed production of 
students of Churchman Business College, at 
Easton, Pennsylvania. A jolly Santa Claus 
wishes the readers “Cheerio!” from the holly- 
red cover. 





ee 
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Among other school papers reaching 
lately are the Academy Herald. p thlished |} 
monthly y the American Academy editorial 
staff at Larnaca, Cyprus printed); the 
Round-Up, news from Western High School 
Detroit (printed); Bloomsburg (Pennsyl 
vania) High School’s Commercialite (mim 
eographed) and their printed Red and 
White; and the Caduceus, mimeographed by 
students of Zweegman School for Medical 
Secretaries The Salem Echo, we'll have to 
tell wu about a er time 


Ornamental Effects with 
Outline and Key 


| , h ¢ 
LONG w € specimens from s ! 
l papers that ar eing shown this mont 


we have included three Christmas cards—a 


little house typed with a green ribbon by 
Josephine McLeod, of Hollywood, California 
and two dainty shorthand greetings sent us 
by Miss Agnes L. Schmidt, instructor in the 
Commercial Department of Wausau (Wis- 


consin) High School. Effective, aren't they? 

And see what an interesting cover our 
English magazine achieved by using notes 
for a background for this charming young 
lady ! 
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Some Tricks of the Trade that You 
Might Try, Too 


By FLOYD ANDERSON 


ROM school to office is not an easy step to 
Fix: even when the door is wide open and 

the job is waiting. There are many things 
to learn in the business world that are not 
taught in school, that cannot be taught in 
school. It is the purpose of this article to help 
by telling some of the little things that ease 
the way, the tricks of the trade that corne 
usually only through long experience, personal 
experimentation, and the helpful suggestions 
of other workers. 


THERE is the matter of dictation, for in- 
stance. The business man does not usually 
dictate steadily. He does not run along at a 
smooth, even pace. He starts smoothly enough, 
pauses as he considers what he will say, then 
races along at breakneck pace for a few mo- 
ments; then pauses again, to repeat the 
process. You must get acquainted with his 
voice, the way he smothers words, what he 
means when he suddenly breaks the thought 
of what he is saying—whether what goes be- 
fore is to be cut out, or just what he does 
want you to do. 

You must learn his habits, his peculiarities 
in dictating. For instance, if you do not hear 
a word, or are not sure just what was said, 
you must find out whether he wants you to 
ask him right away before it slips his mind, 
or whether he wants to finish the thought of 
what he is saying. It is an individual prefer- 
ence that can only be learned through experi- 
ence. 


THERE are many other things to be learned, 
too. You go into a new business. Perhaps it 
is mining, with words that you never heard 
before—chalcopyrite, porphyry, calcite, and 
other technical words You will get them 
frequently in dictation, and they will slow you 
and hinder you unless you can handle them 
smoothly in your shorthand notes. A helpful 
thing is to list these strange and unusual 
words on a sheet of paper somewhere, work 
out brief forms for them, and practise them 
until you have them pat. You will use them 
frequently, and it will pay you dividends in 
dictation speed if you can handle them ex- 
pertly. The office files and the literature of 
the trade is your source material. 


HERE is another dictation help. Often your 
chief will say, “I want this letter to go out to- 
night,” or he will dictate a telegram to be sent 


at once. In a dictation period of an hour or 
two, these may become buried in a mass of 
other letters, and you may sometimes forget 
about an important letter—with unpleasant 
results. 

But do this, and you will not forget. Turn 
over a corner of the page in your shorthand 
notebook, fasten a paper clip to the “rush” 
items in your notes, or star them in colored 
pencil—anything that will act as a reminder 
that these things are to be attended to first! 

This method is also handy when you are 
asked to get certain information or to make 
‘phone calls immediately after dictation. 


THOSE dictating letters often ask you to 
read back part of a letter, and then say, “Add 
this,” and rattle off a sentence or a paragraph. 
An easy way to handle such insertions is to 
write a small figure “1” with a circle around 
it where the insert is to be made, and then 
write the additional dictation, likewise marked, 
at the end of your notes. If two or more 
inserts are made, number each place of inser- 
tion, 2, 3, or whatever it is, and the dictated 


insert accordingly. 


THERE are some tricks to typing, too. You 
can work faster, for instance, if you cut the 
upper left-hand and lower right-hand corners 
off the carbon sheets. Then, when you have 
finished a sheet, hold all the pages at the top 
where the carbon has been cut, and pull the 
carbon paper out. Of course, this will work 
only if you are using the legal-size carbon 
paper, so that a few inches of it remain below 
the letter paper. But this carbon paper usu- 
ally is no more expensive than letterhead 
size, and many offices use it. 
EVERY stenographer makes mistakes in typ- 
ing. And those mistakes must be corrected. A 
card, such as a 3 x 5 size, put after the page 
on which the erasure is being made, but before 
the carbon paper, will stop any smearing on 
the next page and any succeeding pages. Some 
stenographers put slips of paper after each 
carbon. It isn’t necessary. The one card un- 
less it is too light weight will stop any smear 
ing, is faster, and doesn’t become black with 
carbon, as the pieces of paper do when put 
under the carbon. 

Most typewriter agencies give away little 
celluloid erasing shields. But you can buy a 
metal one at any art (Continued om page 240) 
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EVERY LIFT A KNOCK—TO SPEED 


lo help you develop the habit of phrasing, some suggestions 





for practice both by groups and in sentences are offered here 


By JOHN ROBERT GREGG 
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AN ADJECTIVE, like a possessive pronoun, 
often phrases well with the word it qualifes 


‘ 


a " > 
o ‘4 
4 
2 f 
¢ a . 
é 
young man, good deal, mext morning, last time, 


special delivery, lemon pie 


whenever pos 


PREPOSITIONS are joined 


sible to the following word in the phrase they 
ntroduce. Joining im at the beginning of a 
phrase distinguishes it easily from not, w 
’ 1! ; 1/41 ; +} 
suUally ( s m ait rT i 1 en 
( The min ception is the one phrase 
not only.) 
<_/ o 
. » 
, 
) 
4 
, j 
) t 
; d 
4 
in time, in the, in it, in owr, im all, im that, in these 


in his, im those; will not, have net, are not, woul 
not, should not, is not will mot be, have na 
heen hould + T¢ l not be, would not want 


CONJUNCTIONS, too, are joined to th 


’ ‘ 
following word when they in be phrased 
facilely 

) ) 
x —— ) re 
y, 


( 


and that, and will, and have, and am, 
and he, and the, or more, or else 


and I am 


If you make it a point to phrase and J am, 
mistake the 

uutline for a poorly written for ] am. Some 
the conjunction 


as shown here, you can never 
writers prefer not to phrase 
but, in order to 
+} 


rrevent any possible conflic 
' 
1e preposition by in such phrases as but 


the (two separate strokes), by the (phrased) 


THE acc plates are designed to 
present phrasing which can be 
used to develop speed. At the end of each 
exercise is the number of words (actual 
count) in parenthesis. Repeat the exercise 


mpanying 
exercises in 


for a minute and (to get your speed) multiply 
the number of words in it by the number of 
times you were able to complete the exercise 
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in the minute. Aim to write them well be- 
tween 100 and 200 words a minute, regardless 
of where you are in speed practice in class 
The first group gives practice on omission 
of words in phrasing 


words that one auto- 


matically restores in transcribing. The second 
group gives practice in modifying words in 
wrder to make better joinings or to shorten 
a common outline when phrased. The third 
group consists of sentences offering good 
phrasing possibilities. Practice each of these 


tor a tull minute al 
u attain on 


sentences 1 note the speed 


them 


PHRASE DRILLS FoR SpeED PRAcTICI 


Worps OMITTED 


f: question of time, one of the, some of them 
ne of our, many of them, (15) 
f the e of the best, one of the most, I am 
the opinion, n account 1 the way, 
ut of the question (22) 
the in +h mar 


e worl 1, 
Ket, f r the time eng, yv he way, mn 


yx: day or two, in a da r two, little or m 
little or not! yg. Ss I ater (17) 
mn rder to he ; like t ive glad 
to see, rlad €a at is ft Say able t 
sav (21) 
tite up to the time, in reference to the 
matter, in regard to the matter, call your 
attention to the fact (20) 

md: here and there, more and more, men and 
women, ladies and gentlemen, boys and 
girls, women and children (18) 


in such a way, in such 
at such a time (20) 


such a manner, 
a state, in such a case, 


g”} 
—— " -. . = —_—_—_ 
> ¥ », ) rr 
- a = — 
—+—z, —7~O y 
c 
}, - 
ay —— Be CG 
? A 
) C < —— 
c Gq. ~~- asf 
s 
‘ y 4 
- >) 
a ——» f 
= aa a z 
» & 
= 4 4 
l — ~ .. - 5 
o 
= r 
_—_— 





i iol 


THe Gaece Warren, January, 1940 22 


" . > . 
> 9 
Te 2 - ” A 
— on ' 
o 2 A 4 a ‘. 
— 
4 ‘ 
— . 
: ~“ 4 . > 4 ~ ad 7 , = 
7 > ° , 
. ; ‘ 20) 6 
4 5 on 4 . ” 4 
+) ‘ . » 
J 
, 
r » 
Worps CHANGEI ol j 
: an ont Gs An ant j j 
10 not I ‘ y y ; “4 
‘ G , 
Aim t "7 viN . ‘ 
hen ] ™ 
5) 2 a , 
feu few l S \ T 4 
i wil i . 
* > . “a » ‘ al 
tw t y ox 
19 evera F 
‘ 9 ‘ 14 
years tw i ) Z/ 
\ ca i \ _ 4 -— , oo rug 
' 
; a l i 
4 
PHR ~ > k 
expe x] x 
x 5 » 
can ‘ ‘ ; 
} | 
‘ L ] 
corr l an 
\\ 
‘% 
r wé¢ 
‘ , - 
+} 4 ‘ 
J . , 
: } 
' ‘ 
- ‘ 
. +4 A e 
; 
cu? ‘ | it 
‘ . ; 
A : | 
| ‘ 
Gaitt i i \ ‘ 
? ; 
re 
4 > o > 2 
f oY 4 
° ™ , 
a . 2. 
= > 
< = 
} 
2 - 4 
4 2 
4 
) ‘ , ™ 
4 (/o) y W , , uf ‘ 
© ‘ r ette ‘ { 
~ < p <4 
ae - o 
Cc & } d 
= ~ nal 
. itl t i i 
gs 


. » 
’ f+ Fes ‘ eve ‘ 
; «= . \ : 
A a. - . 
2 © 4 ( a 
4 = e —¢ 4 ‘ al : 
,, > - » . ? ‘ ‘ 25) 
+ 
bs » — F é — 

y a , 2 > rt b a 











228 


which to base our report, and know you will 


give us the benefit of your 
in teaching this course. (30) 


long experience 


a4 me Fee 


“7 2 


CY —> - 


"7 2 C44 > a” « i~ 
- f L vod | 
7 ‘ _——_ - 
—_—JA_ 
+ 
¢ c WV Pod 7 ‘ 4 
Pd 9 9 
ai ail —yY" A_* , 
- , 
en PF” tah AL a 2 > 
© 2 
/ ~ ) 
a”. 4) - —f o— 3 
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— ame ‘ . 3 > en ‘ 627) 
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Zs » 5) —<) od = 5 JZ, 
7 \ (< ~ oy. + ~ 
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g — \ ( 
i x - 
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Zz a 
) SF see 
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After special practice on the phrases, try 
writing the sentences again, and see what 


maximum speed you can develop on them 


ICE COLD NOTES 
By ANNE STENSEN 


Alameda Continuation High School 
Alameda, California 


“OU notes of yesterday, 
You look so shrivelled, cramped, and old, 
You must have fallen from my pen 
Onto the sheet, ice cold! 


But with some intellectual warmth, 
You'll spring back into place. 

Come, come, you must unbend 

So that I'll recognize your face. 

Can this gnarled character be “we”? 
And, if you are “about,” 

Do thaw up to a gentler curve, 

So there will be no doubt. 


If you are “glad” or if you're “girl,” 
Stretch out—don't hump up so! 

And “Thank you for your order” 
What a frightful twitch of woe! 


Oh, you are new? Dear, dear! 
Have I mistreated my new guest? 
I fear you are forever lost, 

You're so unlike the rest. 


Have mercy, here are midnight hours; 
My mental warmth is spent. 

For these unyielding characters 

Some terms I must invent. 


You little friends, my shorthand notes, 
Forgive—I shall reform! 

My speed shall in the future be 
Attuned to keep you warm. 
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Something New In Overcoats 


N this world of jitterbi 


tions at war, there are, 


ous-minded young men 


By WALTER H. MOORE 


of the Secretarial Staff of the Assistant 
Attorney General of the United States 


igs, isms, and ma- days and going school ni 
today, many seri- years was hard, but I cons! 


hts for two long 


lered the time 


and women who well spent, for it meant continually increas 


ire looking to shorthand as a strong weapon ing my speed—hettering my notes 
to crack the “ice” of business, in order to make Suddenly there came her chance to 
a place for themselves ialify for a position with that same New 
Often they will be surprised and at a loss York radio company—and this time my per 
to understand why they are unable to crack severance stood me in good stead. I got the 
t. They'll find it suddenly turn on them with job! 
a cold, icy breath that will chill them to the 
bh é Ar er) ps t s hecause their most AFTER working there tw ca | appli 
portant tool has be 1 bit dull and rusty ior a government p Wa gtor 
D. C., and my letter came t attention of 
I'v! many a writer say, “Oh, but I ne of the Assistant Attorn General. After 
ae « 1? ¢ 150 wo Te a minute when prelimi: ary corre ndence ered at . 
I ie S l Ah! But how quickly that vestigation of my) siness sl back 
sper wv hic s so necessary, slips away from t 1 7 was no f just 4 
s f | sé ] td t it est ! “ ake | ’ 
Other shorthand beginners have said to me, lidn’t sit ly by, waiting ‘ ( 
“But you have a ‘knack’ for shorthand. You vord. Back to night - went r there 
have a job where you don’t have to worry was 1 loubt in my mind tt would he 
about it any more—as for me, well, I don’t a golder pportunity—the 1 that come 
think I'll ever learn it!” And that’s just where once in a lifetime—and | ermined 1 
they are all wrong. Not without perseverance to let it slip by me 
could I be where I am today, nor could that Finally the investigat completed ar 
positior be held wit! it it vas alled to work, be gQasa stenoe 
raphe That was some t , ae , 
THEN I entered high school I hadn't the lo you think it stops me f1 ‘ 
least idea that I w Id eventually become a hox work It doe ' ¢ rhts ea 
secretary That was a sissy '$ job, I thought. week you'll fir me at one e W ngt 
However, I knew that because of the expense business schools, writing, wri wi <le 
a college « se was out of the question, and termined that w | have bh | 
as an alternative I selected the high school’s vant I'm not going to let ft) blast” oe 
commercial course. Those dots and curves and me aga 
dashes and straight lines didn’t mean a thing As a guard against it | e protected m 
to m und ermore, it seemed to me self with the best “overcoat” there is on the 
ey \ bu | ke t at t rket and one t at isn't very expe! ve 
And ther r Cally ¢ ig] atter gradua Che name f the particular lel | am wear 
tion I was offered, and accepted, a job where ng is “Perseverance 
there was no need to use my shorthand a bit. 


Make Memoranda 


AFTER some little time there came an op 





portunity » work r a large radio company LTHOUGH you may ve an excellent 
in New York City. That seemed to me, at the memory, I suggest that 1 write down 
time. to be the height of my career in busi all messages immediately and place them on 
ness But how cold that “icy blast” was, Mr. Allen's desk where he will see them 
when I f ut because my shorthand was when he returns. In addition, point them out 
so “rusty” I was not qualified to accept this to him before he buries them under other 
new offer. I was rejected, of course, after a papers. Then, he will have no basis to accuse 
test that was almost like a nightmare—my you (as sometimes even the most affable Mr 
speed was gone and my notes were poor and Allen may »f having neglected to tell him 
illegible. I suppose I could have let it go at that Mr. So-And-So called, for you will have 
that, but instead I enrolled in a night class the indisputable weight of written evidence 
while continuing my work in a non-steno- in your defense.—Scholastic, the American 


graphic capacity iring the day. Working High School Weekly. 
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20th Century Limited’s Secretary 
As seen and heard by A. A. Bowle and H. J. Boer 


A Reminiscence of New Year’s Eve 1938 


ee 


SEATING ourselves mfortably in the Ob- 


servat Lou with its broad windows and 


t felt a e = i} 20 A ox 
( t tt mus ~ tie 
itte i ect t ee-day 
é 
. 
| IS Na t if the ew lve 
? | 2) | ] 1 \ ‘ 
i i p 
ne ' r. W 
' , , 
It like kit y a palace on wheels 
' 
\ x 
| ? f 7 Tal ? 
( \A i es ] 7) ] s 
Wi \ é 
‘ ] ‘ ' } . r ther nN 
Ww i ] S nenow oO ¢ we ve 
, } »t nt ] fr 
. rile » get € y away nN 
(y * 


partmer te I iil 

V1 nett i lw at tine 

i > iT \ por t g 

T I xX} 1 telegran 

\ ‘ It tele ims ay wis 

, ! } Pullmatr c ations {0% 

1D ‘ r New Y b st i 
ns tf urt trip irtange IK 
i ! iv n train ft ] te 
cs Vv here wire for hot 

st i ty wire ! theatre 
ket New York ( ig And 

int med s The vices f the Secre 


yvondered wheth« t we should see him 
and naturally were anxious to know if he was 
a writer of our system of shorthand As we 
discussed the point, a young man with a long 
sheet of paper in his hand, on which we 
espied in neat Gregg symbols “Toledo, Roches 


ter.” gave us the answer. “Yes,” he said [| 


learned the system at Drake School in Nev 


York, and later took up the studv in the 


, -- ' t 
M. ( \ ASS ) » DS I ink I 
Waterloo had a few es free just then 
, + , a | 
e was able t i i it the work 
1s Train S It includes many 
tems n } r a ¢ etarial 
Tr 1 ‘ ¢ ers pas 
gers ( is . \ er eve 
of . ’ tr " A ’ 
liprmne alr 
r , 
HIS 20th Centu 1 know the trai 
™ 2. thal ‘ Safe ‘ » team 


that generally Dring ( 


New York Pher y at least one 


umong her pas t 1 ca ze 
and name On i New Year's Eve 
we a Ady i Bill R n. the 
lar \ us A agit I swe 
net } (a ge as W ma 
men \l | 
M Wate it r a while a 
we i h ‘ i i i ¢ 
f s job. but ' ; 
cve ke i . ave 
ea al i i I I 
¢ ation that ake eader 
I i : star 
the stage and i peop! ! 
I eT Ww Ss \ ve 
vit 
WE had been ta eG Jubilee 
elebra s that } hot ere a 
i id luring t t ist r the 
estivities had st tak place Chi 
igo while we we ( " e | va 
illed awav. Mr. Wate ad ished off 
in apt priate n Dr {, gy tor us 
» Qive m as l greeting t An 


loo’s tes seem ft bee iffected y the 
7 . F the ( ‘ re] ng wheels! 

Mav I exter la »D ly R 
n the Golden J s ste writes 
Mr. Waterlo A ve iw attent the 
ine proportion of the notes written under the 
stress of a fast moving and swaying train, and 
point to the skill he has exercised in using the 
abbreviating principle which permits the de 
velopment of an individual style legibile t 


‘very reader 
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ART AND CREDENTIALS 





A GOOD NEW YEAR RESOLUTION 


To take advantage of every opportunity to improve your skill 
in shorthand and typing until you’re “tops” in these twin arts 


By FLORENCE ELAINE ULRICH 


LD Dobbin had been in the habit of 

going to town every Saturday night, 

and after the family shopping was 
done he returned home. He knew the pace 
he had to keep, and he knew the route. One 
could see him at the appointed hour shambling 
down the road, head hung low, eyes half 
closed, and one knew that he would get home 
—if nothing overtook him! But one time the 
river overflowed its banks and, if horse and 
cart were to arrive home in safety, Dobbin 
would have to quicken his pace. His driver 
lashed and coaxed and scolded, and Dobbin 
did try, but habit was too much for him and 
he quickly lapsed into the old gait. What 
happened? It was a sad ending. 


SOME and stenographers, 
we must set a certain pace in their 
work and do not seem to be able to get out 
of it. A student will regularly type a transcript 
at fifteen words a minute or Not that 
he can't type faster. Day after day he tran- 
scribes at no increase in speed. Perhaps he 
hasn't thought about the importance of speed 
in transcribing. He types the assignment 
simply because the teacher requires him to 
do so. The need of developing his best pos- 
sible skill on it has not entered his mind 
What happens? The student leaves school, 
and a job comes along requiring that fifty to 
one hundred letters be transcribed as a day's 
It is a position any stenographer 
would like to have—$25.00 a week, nice sur- 
roundings and working conditions—but the 
student who never tried to get out fifty let- 
ters becomes petrified at the thought and 
lets the job slip away. A stenographer who 
cannot rise to an occasion in his work is in 
the position of sinking or swimming, depend- 
ing upon the good nature of the employer. 


students too, 


coniess 


less. 


production. 


HEAVY school schedules require that stu- 
dents concentrate on transcribing for skill 
development in whatever time is allotted for 
it. Dictation may be given by the teacher 
for ten or fifteen minutes; then you are asked 
to go to the machine and transcribe for twenty 
or thirty minutes more—the time allotted to 
you being determined by the length of the 
period. 

Do you buckle down to 
fort in these sessions and see how 


concentrated ef- 
fast and 


how accurately you can turn out your tran 


scripts? True, in an office you will be more 
likely to receive dictation for several hours 
—even days, perhaps—before transcribing, but 
these letters dictated by your teacher are im- 
portant, and you must get them ready for 
her with the same care and skill you would 
give to an employer's. Otherwise, how will 
you acquire the transcription skill that will be 
expected of you on the job? 

You need not worry particularly about hav- 
ing business experience, if you can go into 
an office, take dictation, and turn out mailable 
transcripts in a reasonable length of time. 


COMMON sense requires that you develop 
transcribing speed and accuracy now—while 
you are in training. Your transcription speed 
should be no less than 30 words a minute to 
measure up to a minimum standard 
The quicker you can produce perfect tran 
scripts at this speed, the better will be your 
opportunity to increase that speed and secure 
attention from an employer for your superior 
ability. 

The Transcription Speed Project published 
in this magazine each month will definitely, 
unmistakably, your transcription 
speed if you will utilize it. It provides a given 
piece of copy for repetition practice with at- 
bettering your previous 


othce 


increase 


tention devoted to 
rating. The new gait naturally carries over 
to new matter. 


I RECALL Mr. Swem pulling the cover 
from a typewriter, handing me his watch, 
and requesting, “Time me on this test.” For 
one minute that typewriter’s keys clicked on a 
Competent Typist Test as they had never 
clicked before! At the end of the time, he 
took the paper from the machine and counted 
the words typed. In response to our aston 
ishment, he explained, “I always take at 
least one typing speed test a year to see if I 
am holding the speed of a hundred words a 
minute.” 

As managing editor it wasn’t necessary that 
he maintain typing skill. Some of you 
secretaries who are no required to 
type under heavy production schedules may 


ke mger 


not find it necessary either, but have you 
taken a typing test to see if you have 
retained your speed? Why not try the 


Competent Typist Test this month and find 
out? The test copy is given on page 236 
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Transcription Speed Project 


(250 Actual Words) 
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[ypists, the largest 


[' HE Junior and S O. A. T. Tests pro- the Order of Artistic 
le the petus 1 etermining a im typing organization known to exist today. In 
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January Test Material 


iii clubs of test papers should be accompanied by a typewritten list of mames to expedite checking 
ana imsure accuracy tm making out certificates January copy tt good as membership tests 
wntil February 25, 1940 


Junior O. A. T. Test vith outs | please not 
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the automobile business because there was from the United States to certain points 
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hy ’ | > Neo}! ‘ ; 
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tries, make the wheels go around Medicine Hat; British Columbia: Nanain 
At the movies I saw an interesting shor Nelsor New West ste rail, Van 
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: J > ; 
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January Competent Typist Test 


Use double spacing in typing this ten-minute test 


Si cual dames! ao GP a mn the Eee et eis A ee ed date ee a 
facilitate counting the gross mumber of strokes written.) 

Strokes 

Even so, I had no idea how really bad it was until going 56 
aloft for an observation. As the trap door was pushed 111 
back, the drift met me like a moving wall. It was only a 169 
few steps from the ladder to the instrument shelter, but it 229 
seemed more like a mile. The air came at me in snowy 283 
rushes and it seemed more like breasting a heavy surf. No 342 
night had ever seemed so dark. The beam from the flash- 399 
light was choked in its throat, and one could not see his 457 
hand before his face. 480 
My windproofs were caked with drift by the time I got 534 
below. I had a vague feeling that something had changed 591 
but could not tell what it was. 624 
The wind direction trace turned scratchy on the sheet, 679 

no doubt because the drift had short-circuited the electric 739 
contacts. Realizing that it was hopeless to try to keep 796 
them clear, I tied a handkerchief to a bamboo pole and 851 
ran it through the outlet ventilator at hourly intervals, 909 
noting any change of direction in the wind by the way the 967 
cloth was being whipped. By two o’clock in the morning 1023 
I had had enough of this periscope sighting. If I expected 1083 
to sleep and at the same time maintain the continuity of 1140 
the records there was no choice but to clean the contact 1197 
points. 1206 
The wind was blowing hard then. The barrier shook 1257 
from the concussion overhead, and the noise was as if the 1315 
entire physical world were tearing itself to pieces. I could 1377 
scarcely heave the trap door open. The instant it came 1433 
clear I was plunged into a blinding smother, coming out 1489 
crawling and clinging to the handle of the door until cer- 1548 
tain of my bearings. I let the door fall shut then, not 1605 
wanting the tunnel filled with drift. Millions of tiny pellets 1669 
exploded in my eyes, stinging like shot. It was hard even 1728 


to breathe, because snow instantly clogged the mouth and 1785 





Tue Grece Warrer, January, 1940 237 


Strokes 

nostrils. I made my way toward the anemometer pole on 1840 
hands and knees, scared to stand erect lest I might be 1895 
bowled off my feet—one false step and one would be lost 1952 
forever. 
I found the pole all right, but not until my head collided 2021 
with a cleat. Managing to climb it, though ten million 2077 
ghosts were tearing at me and ramming their thumbs into 2133 
my eyes, I found the errand was useless. Drift as thick as 2193 


this would mess up the contact points as quickly as they 2250 
were cleared, and the wind cups were spinning so fast that 2309 
one stood a good chance of losing a couple of fingers in 2366 
the process. Coming down the pole, one had a sense of 2421 
being hurled violently through the air with no control 2476 
over his movements. The trap door was completely buried 2533 
when I found it again. I pulled at the handle, first with one 2596 
hand and then with the other, but it did not give. I braced 2657 
myself and heaved with all of my strength but might just 2714 
as well have tried hoisting the barrier. 2756 

There is something extravagantly insensate about an 2808 
Antarctic blizzard at night. Its vindictiveness cannot be 2867 
measured on an anemometer sheet. It is more than just 2922 
wind—a solid wall of snow moving at gale force and 2974 
pounding like surf. The whole malevolent rush is con- 3029 
centrated on you as upon a personal enemy. And in the 3084 
senseless explosion of sound you are reduced to a crawling 3143 
thing on the margin of a disintegrating world, unable to 3200 
see, hear, or hardly move. 

Panic had overtaken me and I was clawing at the 327¢ 
three-foot square of timber like a madman. I beat on it 3333 
with my fists, trying to shake the snow loose, and when 3389 
that did no good I lay flat on my stomach until my hands Er 
went weak with cold and weariness. My ankle struck 3498 
something hard, and recognizing it as the handle of a 3552 
shovel just small enough to pass under the little wooden 3609 
bridge which served as a grip, I wrenched the door up. 3665 
How wonderful, how perfectly wonderful, I kept thinking 3721 
as I tumbled into the warmth and light of the room. 3772 

Excerpt from ‘‘Alone’’ by Richard E. Byrd. 
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O. G. A. Club Prize Awards 


Pearl Pin 


Elien Echeverria, Charles 
Hardinghaus, and Roy 
Cottingham, Woodbury 
College, Los Angeles 
California 

Mildred Dyer, Barnes Schoo! 
of Commerce Denver 
Colorado 

Frank Li Marzi, Higt 
School, White Piains 
New York 

Bertha Sam, Fresno 
Technical School, Freen 
California 


Esterbrook Fountain 
Pen Desk Set 


Marjorie Baustiar High 
School, Kearne Nebraska 
Dottie Conditt, High School 


Gulfport, Mississippi 
Marjorie Sullivan and Bette 
Hammer, St Joseph's 


Academy St Pau 
Minnesota 


Dorothy Templeton, Churct 
man Business College 
Easton, Pennsylvania 


Dorothy Urbar Morse 
College Hartford 
Connecticut 

Anna Landi and Florence 
De Janne, Wadleigh Higt 
Scho New York 
New York 


Tie Clasp or 
Bracelet 


Fileen Jolliff, Wyandotte 
High School, Kansas City 
Kansas 

Jerrine Barber, Chaffey 
Junior College, Ontario 
California 

Elizabeth Vidmar, St. Fra ’ 
Academy. Joltet Illinois 

Margaret Roland Anacostia 
Junior Senior High School 
Washington, D. C 

Anne Cardoza, Edward F 
Searles High School 
Methuen, Massachusetts 

Maryann V. Lacna, Sacred 
Heart High School, Chicag 
Illinots 

Melba Kuester, Community 
High School, Carlinville 
lllinols 


Gold Pin 


Santina Rubinelli, Josephinum 
High School, Chicago, 
Illinois 

Gladys Schleicher. High 
School, East Hartford 
Connecticut 

Mary Palumbo, St. Peter's 
High School, Mansfield, 
Ohio 

Virginia Jamison, High 
School, Las Vegas, Nevada 

Jane Weber, John Harris 
High School, Harrisburg 
Pennsylvania 

Doris Holsemer, Highline 
High School, Seattle, 
Washington 

Audrey Mason, Union High 
Seboo! Willoughby. Obs 


Helen Harrel, High School Agnes Murphy, 


Chillicothe, Missouri South Portiand 
Irene Marcinkowski, High Laverna Klus 

School, Hicksville, Beckles, and 

New York Mastronard 
Anna Marie Herzog, St High Schoe 

Alphonsus High School, Estelle I 

St. Louis, Missouri Urbana, I 


Junior O. G. A. Test 


The Farmer and the Dogs 
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High School 


Jeanette Pawlick, 8t. Hedwig 


Maine High School, Detroit, 
dred Michigan 
nette Lottie Overrah, Catholic 


b Centra! High School, 

Hammond, Indians 

hyllis Pinkham, Northeastern 
I ess College. Portland 
Maine 

Mi Herman, High Schoc 
Hazel Park, Michigar 

\llaire Bennett and Anna 


Teague Woodbury { ege 
Los Angeles, California 
Tadao Morioka, Kauai High 
Scho Lihue, Kauai, 
Ha 
A Beatrice Woodruff, Hig? 
School, Asbury Park 


New Jersey 


Winifred Aldrich, Higt 


Silver Pin 


Harvey Hanson, High Sehoo 
_ M a. Minnesota 
we Smith. High School 
Na ’ or 
Thompson, Ward High 
Sct Kansas City 


N a Schulz, Northwest 


‘ ege of Commerce, 
Hur South Dakota 

D> hie Thompson. High 
schoo f Commerce Sar 


Francisco, California 
Elizabeth Bartor High 


Scho Saranac Lake 
New York 

Gr he Brunnwor Higt 
sc hoc Carro nm. Missour 

Ra Michaud, St. Joseph's 
Academy Salem 
M ach etts 

i a. High Scho 
0 agor Mict ar 

Jane N T Se High 
Ss - Galesburg I i 
] Sharkey. Voca a 


Bronze Pin 


Doris Heiser, Atlantic Untor 


‘ ¢ South Lancaster 
Ma ct etts 
>) 
. Gertrude Durkin, Queen of 
‘ Pea High School, North 
Arlingtor New Jersey 
Julien Malec, Junior College 
Eveleth Minnesote 
Rita Boot? Ursuline 
Academy, Wilmingt« 





Delaware 
Louise Carter, Sweetwater 


ve ( af ~ (73) Union High School 
National City, California 
Myrna Belle McMahan, High 
Beverly Jorgensen, Heald Jean R. Mosier Schoo! Scho Galena, Illinois 
College, San Jose, Danbury, Connecticut Marie Bresina, M-Donell 
California Jerald Ness, High School, Memorial High School 
Catherine Flick, Catholic Glasgow, Montana Chippewa Falls, Wisconsin 
High School, Lancaster, Ruth Decker, Walton Schoo Maurine Peaden, Norma 
Pennsylvania of Commerce, Chicago, Humphrey, and Florence 
Jeanette Mund, Technical Illinois Hardin. Oklahoma A. & M 
High School, 8t. Cloud, Dorothy Pilette, Weir High College, Stillwater, Okis 
Minnesota School, Weirton, West Dick Long. Brea-Olinda 
Kathleen Considine, Union Virginia Union High School, Bree 
High Sehool, Las Cruces, June Fritz, High Scheel California 
New Merico Newton. Kansas Continued om page 247 
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HER PROGRESS IN NIGHT-STUDY 


How one of our readers came to study shorthand. and her hopes 
and plans for the future, as told in a letter written to us 


By GERTRUDE GRASSER 
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typing every evening and in the 
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can imagine how gratified I was to have 
spelled down our shorthand class at the close 
of the first semester 


HOW thrilling it is to me to know that I 
know the language of thousands of secretaries 
all over the world; that, in spirit, I am one 
of them. Though compelled to use the hard 
way, as there was no alternative, | am more 
than glad to have acquired a knowledge of a 
business accomplishment that will soon be a 
means of livelihood for me. 

So I would urge all students, and you men 
and women if you're dissatisfied with your lot 
or think you are not progressing fast enough— 
take up shorthand and typing. It will be a 
stepping-stone to success, if you study with 
perseverance and make use of the opportuni- 
ties that come your way 





HELPING 
MY EMPLOYER 


Employers welcome helpiul suggestions from 

stenographers and secretaries. In this depart- 

ment will be found ideas that were offered and 
accepted, and were found to work. 














FIND my calendar pad the most useful 

thing on my desk because it is so readily 
available at all times for making notes. On it 
I jot down many types of memorandum. I 
have developed the practice of putting each 
note entirely in shorthand. This is a very 
wise idea, because due to the arrangement of 
our office any of the salesmen who work in it 
can easily walk up to my desk and see what is 
written on the calendar. Of course, each of 
the men considers his own prospects, quota- 
tions, and appointments as strictly confiden- 
tial. The scratches which look so peculiar to 
the men enable me with a minimum of effort to 
remind each one privately of any appointment 
or business he has to attend to—L. M. 


OST of my work consists of posting, and 

taking charge of all details concerning 
many cards, which I file alphabetically. The 
purpose of these cards is to record the amounts 
paid by members on their dues. In the organi- 
zation there are about 3000 members, some of 
whom pay directly to the office and some who 
have collectors come to their homes. 

Very often my employer finds it necessary 
to look up cards of those persons who pay at 
the office. Since all the cards are filed togeth- 
er, placing small clips on the cards of the 
people who pay at the office saves time in lo- 
cating those members’ records and enables us 
to find their cards readily —F. W. 
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Out of the Day’s Mail 


T might interest you to learn that at pres- 

ent I am in the employ of the federal gov- 
ernment and find this most fascinating work. 
As there are a great number of applicants for 
government positions, I feel that I owe my 
present job to a thorough knowledge both of 
shorthand and typing, for in an interview 
for a government position, the question is 
more often asked a young man: “Do you 
know shorthand and typing well?” than “Do 
you have a college degree?” 

There is a plethora of university graduates 
today, and while I would be the last to dis- 
count the value of college training, as 1 have 
a degree myself, I do want to say that a com- 
petent knowledge of shorthand and typing at 
least makes your education marketable, and 
very often means the difference between secur- 
ing a position in the line of work you are 
interested in, and not being able to do so. 

While working, I am taking night school 
courses in George Washington University and 
American University in this city, and look 
forward to a busy and profitable winter.—C. / 


Some Tricks of the Trade 

(Concluded from page 224) 
or engineering supply store for a small sum 
Ihe metal shields will last longer, and, more 
important, will enable you to do finer work 
You can take out one letter or fifteen without 
touching the letters alongside those that are 
to be erased, 


Do you have trouble putting nine or ten 
sheets in the typewriter at once? If you have 
occasion to make that many copies, you often 
find that they slide or catch and do not get 
into the typewriter evenly. Take a sheet of 
paper and fold it in half (or slit the edges of 
a used envelope*), put the several sheets of 
paper in the fold, and insert them, with the 
folded paper, into the typewriter. Merely turn 
the carriage enough to take out the folded 
paper, and you have the several sheets in 
the machine—evenly, smoothly. 


You may be surprised to learn how quickly 
you forget some essentials of your shorthand 
after you leave school. I find it helpful to 
read the textbook once a year, reviewing it 
carefully. And it helps a lot to read maga- 
zines and books in shorthand. 

A stenographer or secretary who doesn't 
keep up with his shorthand is like a doctor 
who doesn’t follow the latest developments in 
medicine, or a lawyer who isn’t interested in 
the latest rulings of the courts. 


© For some purposes, slitting the right-hand edge only 
serves better, as it lines the capers up evenly at both top and 
side 
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Vir 


fini 


ginia—the 


“Old Dominion” 


T the site on the James River where this 
statue of John Smith stands, the mem 
ers s ex rm if landed and 

established the first permanent English settle 
ment in rth Ame a. Befriended by Poca 
ho $s a ( lather, (4 efton Powhatta 
the settlement flourished and sprea an \ 
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t ( mies. For ver tw indred years 
sie eld this rank Her ? 637 000 pe ple tod z. 
give Virginia twent rank among the states 
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i S, piace er thirty-thir among the tates 
1 afea 
| 
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the four great rivers give the state a shore 
line of er a thousand miles. The fish ar 
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the € i gy draws t isands of vaca 
sts to Virginia Bea ind numerous re ; 
with the Capes 

lhe Ps toma IS Navi£a far as W i 
ington, D. C., the Rappahar k to | le 
icksburg, the York to West Point. a: é 
James to Richmond, The Atla Fleet uses 
the James as its chief anchorage. A great 
Navy Yard is maintained Hampton Roads, 
and many of our largest battleships are built 
at the big shipyards at Newport News. Fort 


ress Monroe commands the waterways from 
the peninsula between the James and _ the 
( esa pt ake 

The centra part t the sta tal in 





wine Gal war 
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WORD-AND-A-HALF PRINCIPLE 


A method of shortcutting that adds many a facile outline to 
the reporter’s working vocabulary, explained and _ illustrated 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


e. HORTCUT” is used frequently by hoard of managers, board of directors. etc. l1 
reporters as synonymous with “ex- = such a shortcut only the principle must be in 
pedient,” yet there should be a vital pressed upon the memory; the rest is mere 

distinction observed between the two words. association of ideas, The principle becomes 

\ legitimate shortcut should be, exactly as the eventually a hab making little or no tax 

word implies, a short path or an abbreviated n the memory, and t re giving no cause 

route between two established points. An for contusion or blowing up under stress 


expedient, on the other hand, has more of the 


flavor of emergency about it—something used Q)UR two maior principles of shortc itting 


simply for the moment, and not to be accepted are the Intersectir Pris e and the « 
as a fixed policy. We have both expedients mentary Abbreviating Principle These tw 
and shortcuts in shorthand, and both are ex will take care of most of the legitimate short 
tremely useful in their respective places, but cuts that we require. But there is at least one 
they should not be confused in the mind ot other employed by most reporters; whethe 
the writer, for there are definite limitations they recognize it as such or not, it is what I 
uracteristic of one that are not to be found like to call the Word-and-a-Half Principle 
n the use of the other It is definitely allied to the Abbreviating Prir 
le; in fact it is but a simple extension of 
THE writing of the small cross, as in “Mr that principle, the only difference being that 
r, where do you reside?” is an expedient whereas the Abbreviating Principle has to do 
adopted by most reporters. It is a useful ex- with single words, the Word-ar i-Half Pris 
pedient, for it obviates the endless repetition ciple is applied chiefly to phrases Stated 
»f the witness’s name throughout his examina simply, the principle nsists in writing fully 
tion, but it should always be recognized as’ either the first or the last word of a given 
in expedient and never extended to cover phrase and abbreviating the remainder of it 
invthing else. It has a definite but restricted In such a shortcut, there is always one major 
place; it must be learned as an “arbitrary.” word of the phrase written fully and pho 
And therein lies the limitation of its use. All netically. In most instances that word is the 
expedients are arbitraries, are objects of mem rst word of the phrase In some cases it 
ry and not of mental association. Each one may be the last word, | variably it will 
1f them becomes an additional burden to the be an accented or emphasized word 
memory, until one day, as they are piled one 
upon another, the memory becomes so bur THIS principle is illustrated in the phrases 
lened with them that it breaks under the (on page 243) sheet of paper, piece of paper 
strait The recognizable symptom of such scrap of paper, heart trouble, heart disease 
1 breaking is the characteristic confusion and (turn around, turn over. In these the first word 
e “blowing up” under the stress of speed t the phrase is written fully, with the rest 
that is so noticeable in the efforts of the vf the phrase abbreviated to a distinctive out 
writer whose style is made up predominately line 
f short outlines Other examples, with the final word 
written in full, are final decree, final deci- 
SHORTCUTS, or legitimate abbreviations sion, final determination, first column. second 
m the other hand are not necessarily a tax é ‘umn, third column (. ! being the report 
n the memory They are based upon some ng brief form for lumn) City of Net 
recognized principle of abbreviation, so that York, City and County of New York Ir 
the learning and the writing of them is more this same gr up should be included the “dif 
a matter of association of ideas than of mem ference” phrases (v is a reporting brief form 
wry training. for the word difference used in phrases) ; also 
! Thus, once having learned, in accordance the phrases in which both the initial and termi- 
with the Intersecting Principle, to write “b” nal words are in full, with the shortcutting in 
intersected for board in Board of Education, the middle of the phrase: during this time 
observe how simple it is to extend the prin- during that time, during that period. Neu 


ciple to Roard of Trade Board of Health Vork County also comes under this heading 
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From a Reporter's Notebook 


Odds and Ends 
By CHARLES LEE SWEM 
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CONSIDER 


loodstream, 


phrases illustrated: 
bloodstain, and blood supply. 
These, too, properly fall under the Word- 
and-a-Half Principle, though they are slightly 
to obtain both a brief and 
a distinctive outline 

Likewise the phrases past year, during the 
past year follow the same principle, the ab- 
breviation being of the last word. The word 
passerby, also given, is not essentially an il- 
lustration of this principle, but is a natural 
outgrowth of it. 


also the 


modified in order 
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Now, keeping in mind these illustrations 
from the list presented to you on page 243, 
I suggest that you turn to your own private list 
of your most-used phrases, apart from your 
intersected forms and those based on the Ab 
breviating Principle, and | 
tion that most of those phrases that you find 
most useful, from the standpoint both of 
facility of remembrance and of legibility, 
will fall naturally under the Word-and-a-Half 
Principle, 
Am I right? 


venture the asser- 


WHo’s WHO IN SHORTHAND SPEED 


She taught herself well, this Diamond Medalist presented here 


By Examiner A. A. BowLe 


HIS time I had to send an 
emissary to track 
latest Medalist. 


this is the report he 


down this 
And 


Diamond 
submits 


Miss Harriet Bloomberg lives 
in New York City. She is at 
present employed as an Official 
Court Reporter in the Municipal 
Court of the city of New York. 
She is a graduate of Hunter 


High School, and thereafter at- 
tended Hunter College, from 


which institution she 
B.A, degree 
Here is an 


received her 


interesting point 

New York City 

public schools for four years (reading, writ- 
ing, and 
she says they were third-grade classes). How- 


she taught in the 


’rithmatic, I presume, inasmuch as 
ever, shorthand appealed to her, so she de 
cided to master it. She studied the Gregg 
Manual and all intermediate stages by herself 

never attending a shorthand school. She 
picked up all the books she could find on the 
subject and devoted all her spare time for a 
few years to Gregg, without a coach 

Then for speed training she went to Martin 
Dupraw’s class for a year, where she qualified 
for the 175-word medal. At the same time 
she went to a class conducted by Willard B. 
Court Reporter and co- 


fottome, Supreme 


author of that excellent book, “The Sten )- 
graphic Expert.” 
IN 1931 Miss Bloomberg took two Civil 


Service examinations. One was for Hearing 
Reporter in the Department of Labor and the 
other for Official Court Reporter. She passed 
both and was immediately appointed in the 
Labor Department (the starting place for 
many Gregg experts), which position she held 





Harriet Bloomberg 


for four years. In 1935, Miss 
sloomberg was appointed to her 


present post 


Last term she attended Mr 
Nargi’s class at Hunter College, 
where she 200-word 
grade In June of 1939, Miss 
Bloomberg joined the shorthand 
elite by acquiring the C. S. R 
degree. Together with Irving 
Wohl and George Wolf, two re 
cent Diamond Medal , 
Miss Bloomberg is at present at- 
tending the 


made the 


winners 


special Supreme 


Court Training Class conducted 
by Mr. Louis Lirtzman at the 


New York School of Shorthand, 
so we shall soon expect to add her name to 


the “Supreme” list 


Miss Bloomberg appears to be of artistic 


temperament, for she lists attending the 
opera (she’s a regular devotee) and taking in 
all the art exhibits as her hobbies 

Miss Bloomberg retired into her usual 


reticence when I asked her for a photograph. 
These modest Diamond Medalists! But she 
was prevailed upon, finally, to lend us the 
passport photo we are reproducing. 


* ¢ * 


Chancellorsville, Cold 
1 Appomattox Court 
ended 
Thomas 
Declara- 


(Concluded from page 241 
Petersburg; a1 
House, where the Civil War 
There is Monticello, too, 

Jefferson, from whose pen came the 


Harbor, 
was 
home of 


tion of Independence 
Madison, Monroe, Harrison, Taylor, and 
Wilson, were also sons of this Mother of 


Presidents—John Marshall, too, and Lewis 
and Clark are among the illustrious Virginians 
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TO GET SPEED IN 


Concluding a talk on how speed is to 


SHORTHAND 


be attained by those who 


want to develop shorthand skill, given to a group of students 


By ELGENE J. KNISLEY 


Official Shorthand Reporter, New York Supreme Court, Buffalo 


NLESS ear your study you acquire 
the abit of making clear lef te dis 
tinctions in size and cu iture ol 
strokes—until you have established it as an 
automatic habit—your shorthand will become 
almost hopelessly distorted in rapid writing 


: 
habit f the distinction 
shorthand 


semblance of the correct 


’ 
making 
j ‘ 1 tahl 
cieariy i158 Timy eCstaois 


4 COMPARATIVELY small number of 
requently recurring words makes up a large 
part of written spoken English (ten of 
these—the, of, and, to, a, in, that, it, ts, J 

form one-f th of the average vocabulary) 


iy of the most 





Special Brief Forms 


common are presented in the first six chapters 


of your textbook These you should learn 
etter perfect.” 
By taking advantage I et s f abbrev 
at ised in wrt y longhand, brief and 


easily read shorthand forms are obtained for 


: : —. 
many more of the words in the language. The 
application of the Abbreviating Principle is 
more or less flexible and depends to a larg 


extent upon the familiarity of the writer with 


the words and subj« n the dictatior 
The Abbreviating Principle is employed 








ywever, when advantage may be taken of 
lefinite word-building principles, and it should 
not be employed when easily written word 

rms are possible without it A good rule 
» apply to any word is 

When in doubt write it out 
THE student should master the ined 
prefixes and disjoined suffixes. I would not 
advise memorizing a long list of perhaps diff 
cult words, but I would insist that he or she 
know how to write the disjoined prefixes and 
sufixes themselves without hesitatimr 

~ lee | 


Certain prefixes or le 


ters, you learn, are 
express “tr” and a fi 


lisioined to llowing 


vowel—indeed, the words extra, enter, over, 
under, short, center, counter, agree, grand, 
are expressed by the prefixal forms placed 


center of 


th 


over the next word—Center Street, 
the street, f instance. By 


principle Congressional reporters use a dis- 


s 


extension of 


ned-sn for “Senator,” in writing “Senator 
ian « (a r from Georgia,” ete Many 
other prenxes ar 1 some of the mxes present 
the same possibilities when properly handled 
While the student should not attempt indis- 
criminate extension the Tr-Principle, the 
expert reporter will find it of inestimable 
value as A igl speed | pit yreat 
potency Intersection” and “whether or not” 
may be also said to fall within the same 
la cation. The possibilities are unlimited 


rar 
PHI pote il speed writer must actually 
now § tha from the ground up. Wher 
tine time comes speed tcut 
t student will then know whe ey come 
and how y must | written and read 
If he will really stick to the fundamentals. 
Manual or elementary textbook, the 
" 1isitior f speed will. to some degree at 
] ist be i i tt te lency t hesi 
ite on new w s and { uses will naturally 
lisappear 


important that whatever the 


student undertakes to memorize should be 


memorized t y From ha re ection 
comes he i ind from hesitation comes 
oss Of sp Especially in the study of 
wordsigns, « I f Forms, most students 
undertake to learn too many at once (In 
previous « s of the Gregg Shorthand 
Mar lal I I were known as “word 
signs.” ) | ca t be too often repeate i 
shorthar whatever needs to be mem 
red at a ‘ he « mastered that it 
iy come instantly to the mind, fingers, and 
fountain pe whe er wanted 


May I call your attention to the standard 


reporting book The Gregg Reporter,” 
‘Gregg Reporting Shortcuts,” “The Steno 
g apl Expert (by W illard B Rottome . and 


(,reeg Shorthand Reporting Cc irse” by 


irles Lee Swem and John Robert Gregg 

In these books will be found almost every 
eivable phrase, expedient r shortcut 
that may be safely written at high speed. In 
these books will be found excellent material 


for many 
ing and shortcuts Continued on page 246) 


very instructive “periods” on phras 








246 


4 MOS 


wa  . 
} ‘ 

4 e, in 

liary sepal 
om t 

Will, to son 

take 
( ne 

ind ft t 

t ] aStl 
phrase 

. ‘ 

Key h iit 

the ‘ 

phra ‘ 

! 


work as st 


find some t 
which he is 


+! at. sospec! ] 


me 
! 
nga 
rm 


vith ease W it 
\ . fhiculty 
r pape } 
t IT ‘ TT 
er stra 
; e < 
’ I TT * 
m t r ra are ‘ 
; , tas 1 
. | 
ins 
‘ ft re 
\ ‘ ‘ ire 
“ mast 
r cé 


nw 
it 
" ) 
i , 
I ; 
< ( n 
A t ; ‘ 
4 , 
’ tlime ppea 
me 
, 
. ted 
vrot 
‘ 17 1 
; ’ ) 
mpa ‘ 
i tea t A11K 
\ ‘ 
\ ir wo 


' 
mats rapbook I keep 
a t a point t 
il T (,rere2 S|} rt 

ST thes irticies the 


t may ten years, and | 
business in lictation 1s ofter 
so frequently ing and inspiring 

ted far them y , hupp 





Tue Grece Warrer, January, 1940 


distinc 
e writing of one character 


et the exigency. 


Y phrase w y is one of 
avers a I 
It . ] TY) ; , 
enavies nm t ake 
é 18 c \ 
1 
é Ser the pe ss K pt 
ss tre eT ’ t Ss 
| 
. ; t . ’ . 
I i i 
t A pen ] t Ss ¢« V 
. , the time ‘ ‘ 
i s thand St 
Vaiue whel vel 
’ ef | ms are hist ¢ \ 
ance I tof i Ca 
exe t¢ ra t 
ee rid t 7 
is i 
( 
TeLeE 
{ ~ he bs 
, TY | 
\Wio 
‘ \V R 
nr ‘ . T } 
\ 
’ 
I 
ur ; 1) t } 
‘ ’ ‘ ‘ 
¢ _A 
‘ : 
« t ec years 
lin j 
‘ Na ig i | 
| + 





an interesting or what 
ible article in the Gre 

1 it and clip it in a 

r that purpose Then | 

at ea h se n | 

i ‘ ed Class rm I 


g this tor something like 
nd that this part of the 
‘ TY t ent siasm-arous 





0 


lus Geece Warren. January. 


). 


Marily Taylor, High Schau 
Pine Bluff Arkansa 
Vir a Car ; D Sale 
‘ ge T o 
R H Betn ada 
hs Chase Se r High 
~ . Rn la Afe, ' 
M I R ( t 
} < s 
I ; 
R a ls High Set 
Fa fa New Y¥ 
\ a } { 
H Sel Alle 
| 
PV. Smit 1 Hig 
t Las Cr 
~ Mex 
Lamaret Holy 
A Aca s er 
T ‘ Q 
‘ Aa 
4 Mag r, Se Heart 
Ss Klioomfi j 
New J y 
x rk St J » 
‘ S 
‘ ‘ I 
i s Wenatct 
i { ' 
Ww € W 
W W 
H New Y 
New Y h 
sw . ( 
( amd «Hig s 
{ r New J 
i : re : 
I e Schau Nor 4 
Massact etts 
Maxine Hinderaker, H 
Sch Kenyon, M 
M Tye Hig S - 
; Virginia 
McGaugt Hig 
S Garden City 
h : 
{ S M 8 
\ H fas, J 
: 
4 ti 
S Ml , 
te W ' 
I ‘ 
‘ I ‘ 
Aca } ] 
ue 
Marg “ | " 
St. Ma 
Seb Tt t 
R k R 
i « Buf 
N | ¢ I'rt Hi 
> Ss ws I 
vw and 
Mi \ r Higt = 
‘4 M ac? . 
H I Li H 
Scho : a 
= Lak : 
Retty A K Rosary 
Se} e « o 
I Michiga 
Da M | | pine 
t mn ee. Manila 
It e Islands 
Betty H “a Hig Schoo 
Chene Wa ngtor 


( one Wy ng 
Mary M ( er Higt 
School, Wickatunk 


1940 


G. A. Club Prizes 


Continued from page 238 


Bronze Pin 


Betty Patt High Scho Flor e Cand 8 \ 
0 r Kansas I Scho Buffa 

Grace |] WwW t New Y 
High & Ferg Falls s Tuxhor Warreo 
M . . 

' c I Ww ' : 
R ness ( g o ‘ e I > 

yiv a N ' 


OQ. G. A. Membership Test 


The Art of Living 


; ¥ 
] 
ao , 
) 
/ 
, 
) 
; 
‘ / . a 
> 
t a 4 J , 
4 . 
} 
1 } ? »* " 
4 i ~ ¥ 4 
/ 
c , + r - 


Awards 





248 


Kathleen Burley, St. Mary's 
Business School, Buffalo. 
New York 

Mary MeClory. St. Gregory's 
High School, Dorchester, 
Massachusetts 

Margie Becker, High Sehool, 
St. Charlies, Missourt 

Katherine Foley, St. Francis 
Xavier Academy, Vicksburg 
Mississipp! 

Margaret M. Brosnan, Ascen 
sion High School, Worces 
ter, Massachusetts 


Tacko Kato and Evelyn Tarer 


Theodore Roosevelt High 
School, Los Angeles, Call 
fornia 

Beth Bradley, Arlington High 
School, Poughkeepsie, New 
York 

Doris McMullin, Mount 8t 
Bernard College. Antigonish, 
Nova Scotia, Canada 
Angeline Barsott!, High 
School. Havre. Montana 

Julia Martin, St. Rose In 
dustrial School Portiand 
Oregon 

Elaine McFarland, St. Mary's 
School, Bay City. Michigan 

Mary Chichaco, St Francis 
Studios, Balboa, Canal 
Zone 

Mary Kasper, Presentation of 
Mary Academy, Hudson, 
New Hampshire 

Priscille LaBranche, Holy 
Rosary Commercial School, 
Rochester, New Hampshire 

Helen Foos, Comn ity High 
School, Geneva, Lilinois 

Basil Rounds, Acme Business 
College, Lewistor Maine 

Alberta Johnson, Franklin 
High School, Bolse, Idaho 

Patricia Garand, High School, 
Port Henry, New York 

Dorothy Simmonds, St. Charles 
School, Amberst, Nova 
Scotia, Canada 

Helen Strobel, Township High 
School, Marion, Illinois 

Carol Christenson, High 
School, Britt, Iowa 

Dorothea Traver. Perry School 


of Business, 
Connectteut 


Waterbury, 


Josephine Bond, St. Vincent's 
High School, Edmonton, 
Alberta, Canada 

Dolores Gill, Senior High 
School, South Pasadena 
California 

Mildred Dvorchak, High 
School, Bentleyville, Penn 
sylvania 

Claribel Moore. Fremont Vo 
cational High School, Lan 
der, Wyoming 

Rose Kezman, James Garfield 
High School, Los Angeles 
Callfornia 

Mildred Jane Pickett. High 
School, Canton, Illinois 

Phyllis MeGraw, Central High 
School, Le Mars. lows 

Nancy Jones, St. Nicholas 
High School, Wilkes-Barre, 
Pennsylvania 

Charlies Trombley Bellows 
Free Academy, St. Albans, 


Vermont 
M. Willis, The Temple School, 
Washington, D. C 


Loulse Clancy, St. Charles 
High School, Woburn, Mas- 
sachusetts 

Doris Russell, State Normal 
and Industrial School, Hi- 
lendale, North Dakote 


Shirley Brayton, High School, 


Cristobal, Canal Zone School, Savanna, Illinois 
Ruth Lederer, High School, Zita Versus, High School, 
Grafton, Wisconsin Nogales, Arizona 
Betty Ekstrom, Cedar Crest Lillian Schroeck, Villa Maris 
College, Allentown, Penn Academy, Erie, Pennayl 
syivania vanisa 


Cornelia 


School, 


De Wan, Ballard 
New York, N. Y¥ 


Ida Lambert, 


Rosemary Schlise, High Scheo!l 


Wisconsin 


Algoma 
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Eleanor Lynch, Immaculate 
Conception Commerrcia! 


School, New York, New 
York 

Madeleine Seguin, Holy 
Angels’ Convent, Rouyn, 


Quebec, Canada 


Lyless Johnson, High School 
Roseau, Minnesota 

Anne Marie Schaefer, & 
Benedict School, Chicago 
Illinois 

Sumie Hanano. High School, 
Kohala, Hawaii 

Sara Kreger, Central High 
School, Johnstown, Penn 


sylvania 
Dorothy Davis, Scott 
School, Toledo, Ohio 
Denyse Julien, St. Ann's 
Academy, Rawdon (Mont- 
calm) Quebec, Canada 
Betty Rowley, The Hoff Busi 
College, Warren 
Pennsylvania 
Rita Baer. Edgewood High 
School, Madison, Wiscensin 
Ruth Joyee,. St. Peter Com 
al School, Belleville, 
Jersey 
Richiey, Girls 
School, 


High 


ness 


New 
Mercille 
tra High 
Montans 
Celestin Hefferan, St. Anr 
Academy, Wilkes-Barre, 
Pennsylvania 


Cea 
Butte, 


High School 
Illinois 

Jaine Brower, High 
Sibley. lowa 
High School, 
Kansas 
LaMitte, 
Nashwauk 
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Huntley 
Mary 
School 
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Schoo 
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Norma Swanson and Pear! Za 
bini, High School, Agawan 
Massachusetts 

Rita Rebholz, St 
Academy, Milwaukee 


cor 


High School 
Michigan 


Mary's 
Wis 
sin 

Scholastics 
Smith, 


Irene Verkamp, St 
Academy. Fort 
Arkansas 

Marjorie Peppard, State 
School of Agriculture, Delhi 
New York 

Barbara Joint, Roosevelt High 
School, Fresno, Californis 

High Scho 
New Hampshire 

an. Union Higt 

Forest Grove, 


Anita Burnham 

"ittsfleld 

Mason N 
School 


Oregon 

Joyce Pacific Unior 

Angwin, California 
High Scha 

lows 

Natland, Humboldt 
Minneapolis, Min 


James 
College, 

Wanda Daniels 
Manchester 

Mildred 
College 
nesotsa 

Helen Carione, High School 
Salineville, Ohio 

Wilma Walls, Academy of the 
Immaculate Conception, Fer 


linand, Indiana 

Dorothy Sekich, Barnes 
School of Commerce, Den 
ver, Colorado 

Cecilia Montes, Woodbury 
College, Los Angeles, 
California 

Bdna Scott, Barnes Schoo! of 
Commerce, Denver. Colorack 

Johanna Di Piazzo. High 


School 


Garfield, N. J 
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“IPM SORRY?” 


By DONALD WILHELM 


Author of “Writing for Profit.” “The Book of Metals,” etc. 
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Graded Letters 


By SARAH BLAKELY and ELEANOR M. RUCKER 


For Use with Chapter Eleven of the Manual 
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°°A Bird in the Hand” 


A Story Written for Use with Chapter Twelve of the Manual 
By DAISY M. BELL 
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Men and Machines 


: From the “Silver Lining 
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STALEMATE “cx: \ 


By Arthur Train 


© With the author's acknowledgment to Dean Wigmore 





Upon the dissolution of a firm 
by the death of a member, 
the right of the survivor to 
the exclusive possession of the 
firm assets even as against 
the representatives of the de- 
ceased partner is well estab- 


lished.—30 C.Y.C. 622-3 


18M). 6:08 Oh Beaters 
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Reprinted from “PAGE MR. TUTT” 
by special permission of author and 
publishers 


Copyright, 1926, by Charles Scribner's Sons 
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OLD SITUATION 


Berore Stock Divipenp DISTRIBUTION 


Ebenezer Williams (in safe) 
Asa Farnwell... vel See 
Other stockholders. .... 


Total 


Balance in favor of Farnwell 


NEW SITUATION 


SHARES 


*4,000 
4,000 
2,000 

10,000 
2,000 


AFTER Stock DivipENp DIsTRIBUTION 


Ebenezer Williams (in safe). 
Helen Rathom (stock dividend) 
Asa Farnwell.. - 

Other stoc khok le rs... 

Treasury of Trading Co 


Total Pee eee eae 


Balance in favor of Farnwell. 


* Not votable. 
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SHARES 
4,000 
4,000 
4,000 
4,000 
4,000 
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A Monosyllabie Tract 


~ 


By the REV. S. C. CARPENTER 


plates contain the shorthand version of «4 tract written shortiy alter the 


[The following 
the Church Wants Your Help It attracted 


World War, entitled God Wants Your Heart and 
otice im the shorthand field from the fact that it happens to consist of thirteen hundred one 
syllable words, most of them containing only three, four, or five letters The longest are the 
words “friends” and “grieved 
Some years ago we presented this tract, for its excellence as simple practice matter. We are 
repeating tf again on request 
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Actual Business Letters 


Employer's Liability Insurance 
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By Wits and Wags 


Shades of Caesar! 
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